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Pre-Closing Trial Balance Report (Year End Report 7) 1.0
Supplemental Job Aid
[bookmark: _GoBack]
Date: 06/30/2015

Target Audience: General Ledger Reporter

Purpose: This Supplemental Job Aid provides General Ledger Reporters with instructions for running the Pre-Closing Trial Balance Report.

Pre-Closing Trial Balance Report (Year End Report 7):

Step 1: Navigate to the Pre-Closing Trial Balance page:
· Navigation: Main Menu  FI$Cal Processes  FI$Cal Report  GL Reports  Pre-Closing Trial Balance
· Click the Add a New Value tab 
· Enter any value for the Run Control ID. This will be used to store the request parameters for future use.
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Step 2: Enter the following fields:
· Business Unit
· Fund Tree
· Fund Node
· Ledger
· As of Date and Include Adjustment Period(s)
· Use your agency Business Unit
· Use the last accounting date that will need to appear on the report as the As Of Date
· In order to display all the funds, use a Fund Tree of FUND_COMMCONTROL and a Fund Node of 0000000000. Use a Fund Tree of FUND_CLASS_TYPE to select individual fund nodes in the Fund Node section. Use BUDLEGAL for the Ledger parameter. If Roll up to Parent Fund is selected, all the sub fund amounts will be rolled-up and displayed under the parent fund. If the Include Adjustment Period(s) field is checked, the adjustment period 998 will be included in the report for that fiscal year
· Click the Run button
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Step 3: Click the OK button:
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Step 4: Click the Process Monitor link:
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Step 5: Click the Refresh button until the status of the process instance is “Posted”. Click the Go Back to Pre Closing Trial Balance link:
[image: ]
Step 6: On the Pre Closing Trial Balance page, click the Report Manager link:
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Step 7: On the Report Manager page, click the Administration tab. Then, under the “Description”, click the ZZ_GL_PCTB - ZZ_GL_PCTB.pdf link:
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Step 8: The Pre-Closing Trial Balance report will appear in a PDF format. Each fund will balance and all accounts will appear in UCM values. Utilize the custom Trial Balance Report to see amounts in FI$Cal Chart of Account values
Navigation for custom Trial Balance Report: Main Menu  FI$Cal Processes  FI$Cal Report  GL Reports  Trial Balance Reports.
 NOTE:The 65 account on the report is made up of the cumulative Cash in State Treasury amount for non-shared fund and the year-to-date Cash in State Treasury amount for shared funds. The account also contains the Pending Cash amounts for your BU for all funds. 
Use the custom Trial Balance Report to validate that no Pending Cash balance exists for your BU at the end of the year. If a balance does exist, a ticket will need to be submitted to FSC to determine the reason for the balance.
NOTE: If you see an asterisk next to a debit/credit amount, this is an abnormal balance. Add a footnote explaining why the abnormal balance exists. 
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Reference: The Pre-Closing Trial Balance Report utilizes the ACCT_REPORTING tree to translate the FI$Cal COA account value to the UCM Object code. Use this tree when validating amounts within FI$Cal: 
[image: ]

You have successfully run the Pre-Closing Trial Balance Report.
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